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Subject:

Temporary Service Contract Employees

An appointing authority may, with the approval of the Commissioner of Human Resources, temporarily
fill an existing preferred service position, for a period not to exceed ninety (90) days, by utilizing a
temporary staffing service having a contract with the state to provide short-term temporaries. The
Central Procurement Office within General Services manages this contract.

Agencies must complete and enter into Edison an agency purchase requisition that includes a clear
justification of the agency’s need to employ a temporary service contract employee. The Department will
evaluate the request and either approve or deny the requisition in Edison. If a request is denied, the
Department will include a reason for the denial in the comments section of the purchase requisition. If
approved, the purchase requisition will be ready for the requesting agency to convert to a purchase
order and dispatch to the state vendor for fulfillment.

When an agency uses a temporary service contract for the same agency work in excess of the ninety (90)
day maximum, the agency must include a statement in their requisition justification explaining the
extended use of the temporary service contract as opposed to hiring a full-time employee or utilizing a
120 day appointment.

When such an extension is received, the Department shall send the agency the following:

The purpose of the temporary service contract is to provide short-term assistance in the
completion of a specific project or to fill-in when there is short-term gap in the agency’s
workforce. However, when a temporary service contract is extended, the agency must
consider long-term solutions, such as appointing a full-time, part-time or 120 day
employee.
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Questions regarding this policy may be directed to the Director of Legal Services within the Office of the
General Counsel.

Mission — providing Human Resources leadership through people, for people.

Values — Communications * Teamwork * User-Friendly * Respect * Excellence * Integrity * Teamwork
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